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1. Starting OnBase 


To login to OnBase: 

Locate and Double-Click the Unity Client shortcut 


Unity Client 

Enter your Username and Password and click Login 




a Hyland Software solution 
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2. Unity Home Page 


Once you have successfully logged into the system, you are presented with a Home Page, which may 
include your organization’s webpage, as well as an RSS Feed related to your organization or industry. 
This Home Page layout is user-configurable, and can be easily changed to other screens in OnBase, 
such as Custom Queries, Document Retrieval, and Workflow, among others. 




To Access this Home Page from anywhere in OnBase, click the Home button at the top left of the 
screen. 



Home 


To set a new Home page layout, click the Down Arrow beneath the Home button, and select ‘Make 
this layout my Home Page’. You can always reset to the default Home Page by selecting ‘Reset Home 
Page’. 
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3. Document Retrieval by Custom Query 


A Custom Query can be developed to allow users to more easily retrieve documents that exist within 
OnBase. This allows the user to find the specified documents using a pre-defined form and limits the 
criteria needed to perform the search. 

To perform a custom query: 

Click Custom Queries in the ribbon 


Home Favq^fte3 r 

( \ Custom QuerieT^F.,; Envelopes ^Document Handle 

E-Forms 


4f 

Applications 

T Retrieval Query History 

gj File Cabinets ^ My Check Outs 

“Sf Upload 

Templates 

Workflow 

rites 

Documents 

Create 

Workflow 

WorkView 


Select a Custom Query from the pane on the left. The query will open to the right. 
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Enter the appropriate search criteria and Press the Enter key, or click the search button 
configured on the Customer Query. Your search result(s) will be displayed on a tab. 


sfij Custom Queries 


Apps and Eval Form Retrieval 
J StatusView - Student File Quer 

Student File Retrieval 


Apps and Eval Form Retrieval 


' Apps and Eval Form Retrieval 







Icon 

Document Type 

University ID 


Q 

AD Application 

000067801 


.v 1 AD Evaluation Form (E-Form) 000067801 


Double-click on a document to view it. 


When you conduct multiple Custom Queries, results for each Custom Query are retained on their 
respective tabs for future use. 


;-iV- Custom Queries 

[£5 Student File Retrieval | 

Jtj Apps and Eval Form Retrieval 

I Apps and Eval Form Retrieval Q 

TB^usView - Student File Query 

1 Student File Retrieval J 



1 - 

J StatusView - Student File Quer 

Icon 

Document Type 

University ID 

Name 

a 

AD Application 

000067801 

MCKINLEY, WILLOW 

Student File Retrieval 


AD Evaluation Form (E-Form) 

AD Transcript (College) 

000067801 

000067801 

MCKINLEY, WILLOW 

MCKINLEY, WILLOW 


NOTE: Results are retained for the duration of your OnBase session. 


A tab contains the following buttons: 




Click to open the Custom Query results in a new window. 


Click to close the Custom Query results. These results will no longer be available. 
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4. Document Retrieval by Document Type 

To Access Document Retrieval, click the Retrieval Icon. The Document Retrieval pane will 
open to the left. 




/ 


)* 

fcTl Envelopes Document Handle 

■Jf Query History 

n 

> 

•S5 


Home 

Favorites 

^^ueries 

.Retrieval , 

/ File 
Cabinets 

My Check Outs 

E-Forms 

Upload Templates 

Workflow 

Applications 

Favoiii & 



Documents 


Create 

Workflow 

Work'v'iew 



Document Types and Groups - 

1. Select a Document Type Group and/or Document 
Type(s). 

2. (Optional) Provide other search parameters (such 
as a date range and/or Keyword Values). See the following 
sections for further information: 

• Retrieval by Keyword Value on page 12 

• Retrieval by Document Date on page 16 

• Retrieval Using Note Search on page 18 

• Retrieval Using External Text Search on page 20 

3. Click Find. 

NOTE: You need user rights to access the Document 
Retrieval layout and to view documents. If you have any 
problems, see your system administrator. 

NOTE: Depending on your configuration, you may not 
be able to perform searches without providing some 
search parameters. 


Date Range - Define specific date or range of dates based 
on the document date of the document. A specific date can 
be selected from the drop-down arrow. 

Keywords - Enter specific Keywords to narrow document 
searches. The Keyword edit fields will change depending 
on the Document Type selected. 

Note Search - Search documents for notes. You can limit 
your search by Document Type, Keyword Value, Note Type, 
note text, note creation date, and the note creator. 

Text Search - Find specific text in a text-based document 
assigned to a Document Type or Document Type Group. 
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To retrieve all documents in the system under a particular Document Type: 

NOTE: This type of blind search is only possible under certain configurations, as it may inhibit system 
performance for other users by putting a strain on the database. 

Select a Document Type Group. You will now see a list of Document Types for the selected Document 
Type Group. 



Select the Document Type(s) to retrieve. 

Click Find to execute the search. The Document Search Results will display to the right. 


@ Search Results j 


1 - 

Icon 

Name 

Type 

Date 


i ~i 

AD Application for MCKINLEY, WILLOW (ID: 000067801) - 

AD Application 

4/19/2011 


a 

AD Application for ADAMS, JOHN (ID: 000067797) - 

AD Application 

4/19/2011 


rj 

AD Application for MCKINLEY, WILLIAM (ID: 000067795) - APR IN 

AD Application 

4/19/2011 


“J 

AD Application for 5TEPHEN50N, KATELYN R05A (ID: 4066) - 

AD Application 

8/21/2009 


"J 

AD Application for STUDENT, JOE (ID: 999999998) - 

AD Application 

5/27/2009 


a 

AD Application for ADAMS, JOSE (ID: 0000096598) - 

AD Application 

5/27/2009 
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Double-click on a document in the results hit list. The document will open in a new window. 
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5. Document Retrieval by Keywords 


A Keyword is an identifying piece of information used to locate documents stored within the electronic 
document imaging system. 


To retrieve documents by keyword values: 



Select a Document Type Group 

Select the Document Type(s) to retrieve 

NOTE: If multiple Document Types are selected, only 
the common Keyword Types for those Document 
Types appear. 

Enter a keyword value into one or more fields. The 
more information entered the more specific the search 
will be. 

Click Find to execute the search. All of the 
documents in OnBase for the selected Document 
Type that have the keyword value(s) indicated are 
displayed in the Document Search Results window. 

Double-click on a document to view it. 
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Keywords and Date Range 
From 


To 


t T * 


Student ID 

0 

1 

Name 

0 

| JACK50N, ANDREW| 

LOr 

Name 


1 // 1 

DOB 

0 


Status 

0 

r 

f Note Search 


2^ Text Search 



Find 


NOTE: Click on the keyword label (or within the keyword box press F6) to add additional search fields of 
the same keyword type. Example: You would like to search for the essays for students Bryan Chin and 
Chris Stone. In order to search for both last names, click on the last name keyword label and be sure to 
click on the AND operator to change it to OR. 
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6. Keyword Operators and Wildcards 


The Keyword Type Edit Field default property = (equal to) will appear in a box on the right side of each 
Keyword Type Edit Field, and the default binary operator, AND will appear in a box on the right side of 
each Keyword Type Edit Field when multiple search fields have been activated for a Keyword in the 
Document Retrieval dialog box. 


Keywords and Date Range 


tT 


From 


To 



If you left-click the = operator, it will act as a toggle switch and 
allow you to toggle through the following choices (choices vary 
depending on the format of the Keyword, i.e. date, 
alphanumeric, currency, etc.) 


C = 

Equal To allows you to search for keyword values that are an exact match to what is 
entered for retrieval. 

<> 

Not Equal To allows you to search for keyword values that are not equal to the keyword value 
entered for retrieval. 

II II 

Double Quotes returns only those documents containing the literal entry. 

c > 

Greater Than allows for the retrieval of documents with keyword values greater than the 
numeric or date value entered for retrieval. 

-=: ) 

Less Than allows for the retrieval of documents with keyword values less than the numeric or 
date value entered for retrieval. 

>= 

Greater Than/Equal To allows for the retrieval of documents with keyword values greater than 
or equal to the numeric or date value entered for retrieval. 

< = 

Less Than/Equal To allows for the retrieval of documents with keyword values less than or 
equal to the numeric or date value entered for retrieval. 

F6 

F6 opens a second entry field for the active keyword. You can also click on the keyword label. 

AND 

And allows for searching two or more values of the same keyword type that exists on the 
selected document type. 
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OR 


Or allows you to search either one (or more) documents containing either one or more specific 
keyword types. Click And to change to Or. 



To allows you to search from one keyword to another keyword of the same keyword. Used 
with Numeric or Date keywords. 


Wildcards 

Combined with keyword values can be used to retrieve documents. 


* 

Replaces multiple characters. (ADAMS* would retrieve ADAMS, ADAMSON, 

ADAMSTON, etc.) 

? 

Replaces a single character. (SM?TH would retrieve SMITH, SMYTH, SMOTH, etc.) 
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7. Document Retrieval by Date Range 

Select a Document Type Group. You will now see a list of Document Types for the selected Document 
Type Group. 

Select the Document Type(s) to retrieve 
Enter a date range in the From and To fields 


Document Retrieval 


Document Types and Groups 

irf & 

| Admissions (Undergraduate) 

Ol 

AD Application 


^<1 AD Correspondence (Incoming) 
AD Correspondence (Outgoing) 

Keywords and Date Range 


Fmm)4/ 1/2011 QTo>4/30/20 11| 


University ID 


'_5 Note Search 
■'O, Text Search 


Find 


0 



CT * 


I 


NOTE: Click the arrow to the right of the date 
field in order to select the day, month, and year 
from a calendar. 


Keywords and Date Range 


From 04/01/20 ll| 


r 


DOB 


High 



4/30/2011 


4 


April, 2011 



Su 

Mo 

Tu 

We 

TTi 

Fr 

Sa 


28 

29 

30 

31 

111 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 

22 

23 

24 

25 

26 

27 

28 

29 

30 


2 

3 

4 

5 

6 

7 


□Today: 5/13/2011 



tr 


0 


0 


0 

0 


0 


Click Find 


All of the documents in OnBase for the selected Document Type that have a Document Date within the 
date range indicated in the search parameters will be displayed in the Search Results window. 

Double-click on a document to view it. 
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8. Document Retrieval by Cross Reference 


A Cross Reference is a relationship between a Document Type and one or more other Document 
Type(s). This allows you to double-click on a document and retrieve the related document(s). 

To open a document by cross-reference: 

Retrieve a document 

Highlight that document, and click on the Document tab. Click the Cross-References button. If a cross 
reference has been configured for the Document Type, this will automatically display a new Cross- 
References pane with all of the documents related to the original document. NOTE: All this happens 
without having to enter Keyword information. 





Keyword e *-R f re nte^ Discussions 


Documeni Retrieval 


[JjKfwrfions j^l jf” E«-lndfK J 

©History “ X Delete 

_ Sena Stirt a . view 

Properties To . Q KntS | 4n |_Q Check Out mu« 

_11_ Adtioni _11_ 


Document Types ird Groups 

cr 

a 

(Lfrxfcrgrad (rite) 

D 

AD Applt-aton 

a 

IF AD CotTBdtlon Foiri (E-Fot-m) 
t* AD Correspondence Cncorrirnj) 

»V AD Correspondents (Qiigcirtf) 

AD Detfaun Letter 

AD Em? 


i 

B 

Keywords end Dace Range 

tr 

ft 

FtCfM [ q/l/3011_ ] lo [ 4/30/201L 


University ED 

_S 

i 

1 

Wane 

0 

1 



DO0 

0 




Hldh5<fHKJ 

0 


1 


Sbsto 

-i 


1 

CEEB Cadfc 

- 

B 


Note Scdn.li 
S. Tewt SeareJh 


lie on Name Type 

U Q AD flppkatw for MCKMEY, Wiuow £E>: OOT06733 I) AD AppkatiCfl 

j j AD AppliMbn-1 for ADAMS, >DhN (K>: BOWTTfT) - AD Application 

Q AD Acdcabcn for MCKIHlEY. WILD AM 0D: 000067795) - APP EH AD Acplcsbcn 


* J 

FERPA 


Icon Nams 

/ - AD Letter of RKpmmendatiQr. F<jr MCUNLEVp 

AD Evaluation Form (£-farm) for MCKflkLEV, W. 
AFP IN - AD Trurwcrif* (Gdbge) Far HCIONLEY, 
AFP DM - AD Transcript (Hflh Sckd) for MOON 



Double-click a document in the Cross-References pane to open it. You can then position the windows 
side-by-side, or move the new window to a separate monitor if your workstation is configured with dual 
monitoring, to view multiple documents at the same time. 
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9. Document Retrieval Using Note Search 


Note Search allows you to search documents for notes. You can limit your search by Document Type, 
Keyword Value, Note Type, note text, note creation date, and the note creator. 


In the Document Retrieval pane, select the Document Type Group(s) and/or Document Type(s) to search. 

Click the Note Search hyperlink. 



Type the note text to search for in the Find What field, or use the drop-down list to select from previous 
note searches. You can also expand the Options pane for additional search parameters based on Date 
Range, Note Owner, or Note Type. 



Clear Search: 

Find What: 


| great essay| 

□1 

Options 

¥ 


Click outside the Note Search window. 

The Note Search window closes and the Note Search field displays in the Document Retrieval pane: 
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If you specified note text to search for in the Note Search window’s Find What field, the Note Search 
field contains this text enclosed by quotation marks; additional search criteria are represented as 

+Parameters. 

You can remove the note search by clicking the following button: 

A 


Click Find: 


Find 


When the search is finished, OnBase displays all matching documents in a Document Search Results 
list. 

Open a document by double-clicking its listing. The document is displayed in the Document Viewer: 


<•> 


• Viewer 

Document kn»ge 

.> 

ii 


Rr*nx>m 
£)Hn4ory 


b 


JTRe-Ind 
X Dflrtt 


if 


ir/wo^di Cross-Ref creixrs Discussions ** _ Send Start a 

|>Ptop«rtiei T 0 . tV»<u>uoo U hr 

Inf oimiton Acboni 

AD Essay for STEPHENSON KATELYN ROSA (ID: 1236SI7B9) 


EH pse 
Anroioi 


fERftt 


\ Post It Note Blue 


tMu*u»»WN« UVMIDMl 


jwha: a gr«at essay Out of the test have read 
•Mynrt 

WTS 


A: What matters most to you. and why? 

Tlic movt important thing in my life is my faintly. They haj 
decision made throughout my life I would not he where I am loda| 
support Throughout my life, nn family ha* shaped me into who I have become loday \fv 
identity and two hey characteristics were dev eloped from the foundation of which my family set: 
confidence and humbleness. 

I have a large family, both immediate and extended, and we arc very close. My family 
core consists of my parents, tw o sisters, one deceased, three brothers, six nieces, three iwphews, 
one great-nephew, and one remaining grandparent I mil my teen years. m> family consisted of 
my parentv. two sisters, throe brothers, two nieces, three grandparent*. :md one great-uncle This 
group of people wan mostly responsible for the formation of my identity and my confidence. .As 
a teenager. I lost nn sister, mv great-uncle, and one of mv grandmothers, and a* a voting adult, I 
lost my otltcr grandmother Along with my family, these event* taught me to be humble 

- f - J L..,L. :.11 - .r - r.-.:» . c ai - -fa. . i — — - 


Drift« 
Nol« 


: w« 
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10. Document Retrieval Using External Text Search 


If you have sufficient privileges, you can search for specific text in a text-based document assigned to a 
Document Type or Document Type Group. 

In the Document Retrieval pane, select the Document Type Group(s) and/or Document Type(s) to search. 

Click the Text Search hyperlink. 



The Text Search window is displayed: 


Find What: 


Clear Text Contraints 


rrf" 

o 


Options 


¥ 


In the Find What field, type the text string you want to search for. The string must contain at least two 
characters, and at least one character in the string must be a letter or a number. Use the drop-down list to 
select from previous text searches. To add additional search parameters, expand the Options pane: 


Find What: 


Clear Text Contraints 


cr 

O 


Options 


Type 

©Text 
O Number 

O' Formatted Number 


□ Use Wildcards 
QCase Sensitive 

□ Column Search: 
From |~i | To 


& 


Select a Type Radio Button: 

• Text - Searches for alphanumeric text. 

• Number - Searches for numeric values and allows the use of the following operators to limit the search: =, 

>, <, =>, and <=. You can use and, or, and to as operators to search for a range of values. For example, 
type 2009 and 2010 to find documents containing both 2009 and 2010. 

If you are searching for an exact number that is part of an alphanumeric text string, then the number will not 
be found. For example, if you search for 001 and the actual text is ABC001 , then the value will not be found. 

• Formatted Number - Searches for numeric values that use formatting characters. For example, to search 
for all Social Security Numbers greater than 800-00-0000, type > 800-00-0000 in the Search String field. 
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You can use this option with following operators to limit your search: =, >, <, =>, and <=. The and, or, and to 
operators can be used to search for a range of values. For example, type 800-00-000 to 900-00-0000 to find 
documents containing values within this range. 

Select one of the following check boxes if necessary: 

• Select Use Wildcards to include wild card characters in your text string search criteria. 

• Select Case Sensitive to return only matches that have the same capitalization as the text string search 
criteria. 

• Select Column Search to search for a text string within specified columns. In the From field, type the 
character position of the column to start the search in (the left most column to be searched). The column of 
characters at the far left of the document is 1 , the next column to the right is 2, and so on. In the To field, 
type the character position of the column to end the search in (the right most column to be searched). The 
number in the To field must be greater than or equal to the number in the From field. 


Click outside the Text Search window. The Text Search window closes and the Text Search field 
displays in the Document Retrieval pane: 



You can clear the text search by clicking the following button: 

x 


Click Find: 

Find 

When the search is finished, OnBase displays all matching documents in a Document Search Results 
list. 

Open a document by double-clicking its listing. The document is displayed In the Document Viewer. 
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11 . Working with Documents 


This chapter provides a general overview of working with documents. When working with documents in 
OnBase, it is important to understand that documents may behave slightly differently depending upon 
their file format. A file format identifies the type of file. The two most common file formats are image 
documents and text documents. Other file formats include XML, video formats, or OLE documents, such 
as those created with Microsoft Office applications. See your system administrator for specific questions 
regarding your system’s file types and their default behavior. 

When you open a document, it is displayed in the Document Viewer. The document’s Auto-Name string 
and page count are displayed above the document. 

Vendor Invoice 1110 for PO 656 from COMPUTERS ARE US in the amount of $3,775.00 

/ 

Auto-Name 

m 3 == INVOICE == Computers Are Us 


12345 Lincoln Boulevard, Suite 225 

Document > Lincoln, Nebraska 68501 

Invoice No: 1110 
Date: January 7, 2008 


To: Ship To: 

9-Second Foods, Inc. Same 

1 QHOn HiiirHw rirrlo 


11 Page 

T\ 


Page Count 


Depending on the Document Type and your rights, you might see different ribbon tabs, ribbon groups, 
icons and other graphics that indicate the presence of notes or annotations. 

• The Document tab provides a variety of options for viewing or changing the document as well as 
navigation features. 

• From an open document, right-click to receive a list of possible options. 
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Document Tab 


Keywords 

B 

Cross-References 

Discussions 

©1 Revisions 

History 

* n Send 

V Properties To T 

& 

Start a 
Discussion 

^ Re-Index 

Delete 

Q Check Out 


Information 



Actions 


JS 

Keywords 

Keywords displays the Add/Modify Keywords pane in the task pane 

Tip: When the Add/Modify Keywords pane is displayed, you can easily view the 
document’s notes and cross-references by selecting the corresponding tab. 

A* 

Cross-References displays the Cross-References pane in the task pane. 

fl 

Cross-References 

Tip: When the Cross-References pane is displayed, you can easily view the 
document’s keywords and notes by selecting the corresponding tab. 

o 

Discussions 

Discussions displays the Discussions pane in the task pane. 

Note: Collaboration licensing is required to use discussions. For information on using 
discussions, see the Collaboration documentation. 

^ Revisions 

Revisions displays the Revisions and Renditions dialog box. 

Note: EDM Services licensing is required to use revisions. For information on using 
revisions, see the EDM Services documentation. 

History 

History displays the Document History dialog box. 

U Props iies 

Properties displays the Document Properties dialog box. 


Send To displays the following options: 

|£pp 

Send 

To * 

• Briefcase sends the selected document to a Unity Briefcase folio. Unity 

Briefcase licensing is required to send documents to Unity Briefcase folios. See 
the Unity Briefcase documentation for more information on folios. 

• Mail Recipient sends the document or a link to the document to a user via 
external mail. 

• Envelope displays the Envelope pane in the task pane. 

• Print displays the Print dialog box. 

• File displays the File pane in the task pane. 

£ 

Start a 
Discussion 

Start a Discussion displays the Discussions pane in the task pane. 

Note: Collaboration licensing is required to use discussions. For information on using 
discussions, see the Collaboration documentation. 

^ Re-Index 

Re-Index displays the Re-Index pane in the task pane. 

^ De ete 

Delete removes the document from OnBase. 
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Check Out persistently checks out the selected document(s). 


a Check Out 


Note: EDM Services licensing is required to check out documents. For information on 
using persistent check out, see the EDM Services documentation. 


Image Tab 


pj 

irkrlmn 

iforr 

e 

Hand 

Tool 

◄ ► 

Previous Hirst 

Ovmmfnt DuHMrrwnt 

4 

Previous 

Pflflf 

L First P*gt 

^ |j>| Last Pehjc: 

Pogf | -(S Go To- Pag* 

n 

Toggle 

Thumonffil; 

Zoom In 
^ Zoom Out 

Fit TO WHHl 

|S| Actual Sin 

Fit To Width 

■ B5 FiitTo Window 

l^ 1 Ifl f ■'** HsrtmnUKr 
§1 Flip Vertically 

Toggle Rotate Palate 

Ovcrtay Irft Right Sav* Flip fit Rotation 



Nov 

igalicn 




SebIc 

Tramforms 


The Image tab allows you to view documents more efficiently. You can use the buttons to resize 
and reorient the document. 



Ls 

Selection 

Zoom 


Selection Zoom allows you to zoom in on the selected region of the document. 
When this button is selected, click on the document and drag the mouse select a 
region. Release the mouse button to zoom in on the selected region. 

Hand 

Tool 

Hand Tool allows you to pan, or scroll, the document in any direction. When this 
button is selected, click on the document and drag the mouse to move the 
document. 

Note: To pan quickly, hold down the Alt key while moving the mouse. 


a 

Previous 

Document 


Previous Document displays the previous document in the Document Search 
Results list. 

►J 

Next 

Documert 

Next Document displays the next document in the Document Search Results 
list. 


◄ 

Previous 

Page 


Previous Page displays the preceding page of a multi-page document. 

► 

Hext 
Page 

Next Page displays the following page of a multi-page document. 



First Page 


First Page displays the first page of the document. 


Last Page 

Last Page displays the last page of the document. 

be 0 Page 


Go To Page allows you to go to a specific page in the document. 

After clicking this button, type a page number and click OK. 
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Toggle Thumbnails displays or hides thumbnails. 

Toggle 

Thumbnails 


^ice-in 

Zoom In magnifies the view of a document, reducing the portion that is visible. 
Every zoom increases magnification by one third. 

» _ „ Zoom Out reduces the magnification of a document, increasing the portion that 

<3. Zoom Out ^ M ... .. , ’ . , M K 

’ is visible. Every zoom reduces magnification by one third. 

100% -]■ 

Sizing options allow you to select a standard sizing option. Select a specific 
percentage of reduction or magnification (25%, 50%, 75%, 100%, or 200%), Fit 

To Width, or Fit To Window. You can also type a custom scale. 

Also displays the current magnification percentage whenever the Zoom In or the 
Zoom Out options are used. 

Note: Fit To Width is selected by default. 

[SjActja Size Actual Size displays the document in its actual size (as it is stored in OnBase). 

I”! Fit To Wid:h 

Fit To Width resizes the document page so that its width is the same as the 
width of the document display area. 


[gSl Fit To Window 

Fit To Window resizes the document page so that the entire image is displayed 
in the window. 

O 

Toggle Overlay turns the overlay on and off, if an overlay is present. 

Toggle 

Overlay 


O 

Rotate Left rotates the document 90 degrees counterclockwise. 

Rotate 

Left 


O 

D + --t 

Rotate Right rotates the document 90 degrees clockwise. 

r.'_- i-a 

^ight 


|3|j| Flip Horizontally 

Flip Horizontally flips the document along the horizontal axis. 



Flip Vertica ly 


Flip Vertically flips the document along the vertical axis. 


m Save Tp & ^otaton Save Flip & Rotation saves any flips or rotations. 


Text Tab 

The Text tab allows you to view text documents more efficiently. You can use the buttons to resize and 
reorient the document. You can also search for text. The text tab contains similar icons and functionality 
as the Image tab, save for the Find in Document Search box. 
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Internal Text Search 


Find in Document 

© © 


Use the Find in Document field on the Text tab to search for specific text strings within the document. 

To perform an internal text search: 

1. Click in the Find in Document field and type the characters to search for. Internal text searches 
are case-insensitive, so searches for Account will also find account, and searches for account 
will also find Account. 

2. Press the Enter key. 

3. The number of occurrences of the specified string of text is displayed below the Find in 
Document field as Result 1 of #, where # is the total number of occurrences. 

4. The first occurrence of the specified string of text is displayed within a highlight bar. 

5. Click Find Next to search for the next following occurrence of the specified string within the 
current text document. 

©I 

6. Click Find Previous to search for the previous occurrence of the specified string within the 
current text document. 

o 
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12. Notes 


If you have sufficient privileges, you can view notes and create notes and annotations on documents 
using the Notes gallery. 


/ 

0 




r JL 

O 

AF - * 

| | NpTC| 

AF 1 ’Pack” ng 

AP- 

View 

Hide 

Discrepancy 

Slip Missing 

Payment 

- Delete 

Notes 

Notes 

* Note 




Notes 




When you click View Notes, the Notes pane displays in the task pane. 

Tip: When the Notes pane is displayed, you can easily view the document’s keywords and cross- 
references by selecting the corresponding tab. 

Scroll through the available notes and annotations using the following buttons: 


To display all available notes and annotations, click the following button: 


Notes are available from the Notes gallery when a document is opened in the OnBase viewer or selected 
in the Document Search Results list. Notes are limited to 250 characters. 

1 . On the Document tab, in Notes, select the type of note. 

2. If you are adding a note to an open text or image document, click on the document to place the 
note. To type text for the note, double-click the note. You can also click View Notes, and type 
text in the Notes pane. 

If you are adding a note to a document in the Document Search Results list, or an open OLE 
document or E-Form, the Notes pane is displayed. If necessary, type text for the note. Click 

Close. 

3. To delete a note, perform one of the following: 

• Select the note and click Delete Note in the Notes gallery. 

• Right-click the note and select Delete. 
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13. Annotations 


Annotations are available from the Notes gallery when a document is opened in the OnBase Viewer. 
Annotations are not available from the Notes gallery when a document is selected in the Document 
Search Results list. This is because annotations have to be drawn on documents. 


Highlights 

To use a Highlight Annotation: 

Select a highlight annotation from the Note Selection 


£ 

\~ 






■ 

-if 

Arrow 

Ellipse 

FERFA 


View 

Hide 

Annotation 

Annotation 

Statement 

/’■'^"•'Delete 

Notes 

Notes 


Notes 
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Left-click and drag your mouse over the portion of the document that you would like to highlight 


Release your left-click and the highlight will appear on the document 


5 VKWtl 

D jcuiitm Tasks Image 
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Arrows 

To use the Arrow Annotation: 

Select Arrow as an Annotation Type 

Left-click and drag your mouse where you would like the arrow to display. (Where you release the left- 
click is where the head of the arrow will be displayed) 
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Overlap Text 

To use Overlapped Text: 

Select Overlapped Text Annotation Type 

Left-click and drag your mouse where you would like the Overlapped Text to be displayed on the 
document. 

Type the text you would like to display on the document. 



When you click away from the text box, the Overlapped Text will be displayed on the document. 
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Ellipses 

To use the Ellipse Annotation: 

Select Ellipse Annotation from the Note selection 

Left-click and drag your mouse over the portion of the document that you would like the ellipse 
displayed. (When you release the left-click the ellipse will display on the document) 
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Deleting Annotations 

To delete an annotation: 

Left-click on the Annotation. It will be selected in gray. 


! rnffpiiwnr " j 

! DOB: 10 i 30 / 1935 

l x - - S\ 

. 


Right-click on the Annotation. A Delete option will appear. 



Delete 


Select Delete. Click Yes when it asks Are you sure you want to delete this note? 
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14. Indexing 

Batch Indexing allows you to index batches of documents available in a scan queue. 

To Batch Index documents: 

Select Batch Indexing 


OnBase (OBDEMO2008) 


| Home 

Batch Indexing Document 







T X 

y* BLtfia 9| GZ3 Envelopes Document Handle 

® ® Query History 

ft £ 

iP 

55 


i 


Home Favorites 

Favorites 

Custom Retrieval File m , _ . 

Queries Cabinets Sj My Check Outs 

Documents 

Forms Upload Templates 

Create 

Mailbox 

Internal Mail 

Workflow 

Workflow 

E Applications 
[ WorkView j 

My Reading ApprovalV Batch /Batch 

Groups - Viewer V Indexing Scanning 

Knowledge Transfer V ImrSoing 

Designer 

Unity Forms 


The Batch Indexing interface is filtered by batch status. 




M 

Awaiting Index includes all batches available for indexing. 



Index In Progress includes all batches where indexing has started but the batch is not 
fully indexed. 

% 

Awaiting Commit includes all batches where indexing is complete, but the documents 
have not been committed. 


S|/ 


Commit includes all batches where the documents are fully indexed and committed to 
OnBase. 


Select Awaiting Index to begin indexing documents. 

Right Click on the scan queue and select Index Documents 


Status: Awaiting Index, Number of Batches: 3 


Scan Queue 
Virtual Print Sweep 
AP - Vendor Invoices 
AP - Vendor Invoices 


Batch# Batch Name Scan Date Total Documents # to be Indexed 

2010-08-20 - MANAGER 8/20/2010 2:11 PM 2 2 

AP-Vendor Invoices scanned on 2010-12-27 12/27/2010 10:42 PM 1 1 

AP - Vendor Invoices scanned on 2011-09-08 - Rob 9/8/2011 11:24 AM 3 3 





Select the appropriate Document Type. 
Enter the Date and Keywords values 
Click Index. 
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Filter by Status 


!§[0] | ^[3] | jg[16] [%[0] s|> [0] <$>[0] ^[19] <$>[U] 



BatchName: AP - Vendor Invoices scanned on 2010-12-27(394) 


Vendor Invoice for PO from in the amount of 
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ABC Computers 
123 Z Street 
Somecity, PR 


AP Vendor Invoice IIIIIIIIIIIIIIIIH 

#4321 llllllllllllllll 


Terms: net 30 


Qty 

Part# 

Item 

Price 

Total 

2 

51 

Colorblob 

100.00 

200.00 

5 

70 

keyboards-green 

102.00 

510.00 

Total Invoice: 



$710.00 


The Index button allows you to mark the current document as indexed. 


Index 

All indexing information entered for the document is saved and the document is no 
longer available for indexing (thought it can be re-indexed). 

Append 


The Append button allows you to append the current document to the end of the 
previously indexed document. 

If you select to append the last document in a batch to the previous document, you 
are prompted to review the action. 

• If you click Yes, you must click Undo to undo the previous action. 

• If you click No, the batch is marked as indexed and routed to the next 
batch status queue. You are no longer able to undo the action. 

NOTE: This button is only available when indexing an image document. 

Scan 

The Scan button allows you to scan additional pages into the current document. 

Undo 


The Undo button allows you to undo the indexing task (i.e., append document, 
delete page, delete document, or skip document) that was performed for the 
previous document. 

If you perform an undoable action on the last document in the batch, you are 
prompted to review the action. 

• If you click Yes, you must click Undo to undo the previous action. 

• If you click No, the batch is marked as indexed and routed to the next 
batch status queue. You are no longer able to undo the action. 
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NOTE: The Create New Document feature cannot be undone. 

NOTE: Marking a document as indexed cannot be undone. Once you mark a 
document as indexed (i.e., click the Index button), the history of actions that can be 
undone is cleared. 


■ 

N 

D 

The First Document button allows you to select the first un-indexed document in 
the batch. The first page of this document is displayed in the Document Viewer. 

£ 


The Previous Document button allows you to select the previous un-indexed 
document in the batch. The first page of this document is displayed in the 

Document Viewer. 


3 , 

The Next Document button allows you to select the next un-indexed document in 
the batch. The first page of this document is displayed in the Document Viewer. 


Li 



The Last Document button allows you to select the last un-indexed document in 
the batch. The first page of this document is displayed in the Document Viewer. 




The Delete Page button allows you to delete the currently-displayed page from the 
selected document. If you delete all pages from a document, the document is 
deleted from the batch. 


■ft 


The Delete Document button allows you to delete the selected document from the 
batch. If you delete all documents from the batch, the batch is deleted. 

If you select to delete the last document in a batch, you are prompted to review the 
action. 

• If you click Yes, you must click Undo to undo the previous action. 

• If you click No, the batch is marked as indexed and routed to the next 
batch status queue. You are no longer able to undo the action. 


's' 

The Skip Document button allows you to skip the currently selected document 
during indexing. The next un-indexed document in the batch is selected and the 
skipped document is no longer available for indexing. 

If you select to skip the last document in a batch, you are prompted to review the 
action. 

• If you click Yes, you must click Undo to undo the previous action. 

• If you click No, the batch is marked as indexed and routed to the next 
batch status queue. You are no longer able to undo the action. 





The Create New Document button allows you to create a new document from the 
pages of an existing document. 


*** END OF DOCUMENT *** 
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